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OVERVIEW  

To create an event, make sure to have the following information ready: 

 A brief event summary 

 Date(s) and time(s) 

 An event image 

 Cost 

 Location 

 Related links, event website 

 Keywords 

 Full event description 

The system times out after 30 minutes. Save the page often so you don’t lose your work!  

 

PAGE NAME & EVENT TITLE  

Use the event name as both the page name and event title. These should be the same. 
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EVENT SUMMARY  

This is a brief overview of what the event is: 

 

We use this as the blerb for the event in the listing on the Events & Activities page: 

 

 

 

EVENT DATES 
 

 Click Add Date & Time to select the type of event timeframe 
 

 
SINGLE DATE 

Events that occur once. Select the date, start time and end time 
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TIME SPAN 

Use for events that occur once and last longer than one day 

 

 
 

MULTIPLE DATES 

Use for events that occur over multiple dates but not necessarily recurring. 
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RECURRING DATE 

Use for events that occur on a set recurring timeframe (daily, weekly, monthly, yearly) 

End the recurrence after a certain number of occurrences or choose an end date 

 

Keep in mind that after an occurrence takes place, it will be removed from the page 

automatically – no need to deactivate the page. 

 

 
 

 

EVENT CATEGORIES  
Always select the Office of Special Events category. All events tagged with this category 

will show up in the OSE link. 

 

Ctrl+click the other event categories related to the event 
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EVENT IMAGE  
Clicking Add Image brings you to the OpenCities files to search for an image already 

uploaded into the system.  

 

First you’ll need to add the image into Files. Start at the top navigation bar and click Files 

 

 
 

 

Once in Files, navigate to the Special Events Images folder using the folders on the left side 

of the page 

Public>Departments>Special Events>Images 

 

 
 

 

 



EVENTS | SOP 
 

6 
 

 

Click Add File 

 

 
 

Click Upload a file 
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Select the image from your files 

 

 
 

Click Start Upload 
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 Rename the file name if needed. Use dashes between words in the file name 

 Enter a file description. This appears when a user hovers over the image. We add 

these for accessibility so users with limited vision who use screen readers know what 

the image is. 

 

 
 

 Click Save 

 Click Submit 

 We’ll get your image and will approve it within 1 business day so you can add it to 

the event page. 

 

Return to the events page you’re working on and click Add Image 
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Navigate to Special Events images by clicking the arrows through the folders:  

Group Files>Departments>Special Events>Images 

 

Click the image to select it and click Insert 

 
 

Now your image is added to your event page 
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COST 

Enter the admission fee if there is one. If there’s no fee, don’t enter anything. Click the 

Free checkbox instead. 

 

 

 

 

EVENT LOCATION  

Enter the Event venue, Street address, select the Locality (Grand Rapids) and enter the 

Postal code 

Leave the Latitude Longitude blank 
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EVENT HOST  

Enter the Contact name, Contact email and Contact phone number if appropriate 

Is there an event site or ticket site? Click Add more links  

 

 Enter the Link Name. This is what you want the hyperlink to read 

 Enter the Link URL. This is the URL you want users to go to 

 Always click the New Window check box. This opens the link in a new window so 

users keep the event page open 
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SUPPORTING INFORMATION: COMMON SEARCH 

TERMS 
Generally, you won’t need to add supporting links or documents. You can hyperlink other 

links or documents in the WYSIWIG Content Editor (see next section). 

 

You do need to add common search terms, or keywords. These help users quickly find 

events through the search on the grandrapidsmi.gov website and via search engines. 

 

All the words in the page name will automatically be used as keywords so you don’t need 

to include them in your keywords. Think of words people will use to search for this event. 

Use categories or alternative words/phrases people may use (race, parade, celebration, 

etc.) 
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CONTENT EDITOR  
Click the blue box on the template image to open the What You See Is What You Get 

(WYSIWIG) content editor 
 

 
 

Here’s where you’ll add the full event description. Click Save Content and Close when 

you’re done adding content 
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Adding videos 

 

To add a video, you’ll need to get the embed code from the video source. For YouTube 

videos, click the SHARE button under the video 

 

 
 

Click EMBED at the bottom of the Share box 
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Copy the embed code by clicking COPY at the bottom of the Embed Video box.  

 
 

 Return to the OpenCities content editor. Click the HTML button near the bottom of the 

editor.  
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Enter code to align the video in the center of the page: 

 

<p style="text-align: center;">VIDEO EMBED CODE 

 

 
 

Click the Design button to return to the editor. That’s it! Now your video is embedded, 

centered on the page.  

 

 
 

 

 

 

 

 

 

 



EVENTS | SOP 
 

17 
 

DEACTIVATE DATE 

Set the deactivate date to automatically take down the page after the event occurs. 

 

1. Go to the Settings tab 

 

2. Find the Deactivate date fields under the Schedule heading 

 

3. Click the calendar icon to set the date to deactivate the page 
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4. Click the clock icon to set the time to deactivate the page 

 

 

 

SAVE, PREVIEW, SUBMIT 

 Click Save one last time after entering all the information 

 

 Click Preview to check what the page looks like. Check to make sure all the 

information is correct and complete 

 

 

 Click Submit when you’re ready. This enters the page into the workflow for GR 

Digital to review. We’ll check everything adheres to our standards and then publish 

within 1 business day 
 

 

 


